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APPLICATION FOR FIECOI}DS RETENTION SCHEDULE
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TAre B B
MAY

GEORGIA DEPARTMENT OF HUMAN RESOURCES
OFFICE OF ADMINISTRATIVE SEAVICES
_RECORDS MANAGEMENT UNIT__

30334, Phone - (404) 656-4976 GIST: 221-4983

- _ _ BHR
[Application Date
April 25, 1983
" [‘Application Number
¢ DHR 83-7

Commissioner's Office

For instructions on completing this form contact DHR Records Management Unit, 47 Trlmty Avenue Atlanta, Georgia

1 GEORGIA DEPAHTMENT DF HUMAN RESbUHCES

Office of Regulatory Services

Standards and Licensure

618 Ponce de Leon Avenue, N.E.
_Atlanta, Georgia 30308

__ARCHIVES AND HISTORY _

Apphcatuon cation Number

7H-174-R

Date Received Date Completed

e i —————
2. Person to Contact

— — — - e m— [

Clyde R. Roy, Director
_... Effie Taylor _

I i 27 1983 | SEP 4927983
Working Title M A? 3 3 1983 Telephone Number
894 5137

3. Actuon Requested 4 )
a, O Establish Retention Schedule; reom:ld will continue to accumulate,
b. [ Dispose of present accumulation; no further accumulation anticipated,
c. [ Amend Application No, _ 74-174 Check One:

4. Datos of Series

Earliast Latest

6. Division and Offrce Function

T

B Change;
"I'5. Records Series Title (followsd by title used in office; i‘f?lf?aréh?)"” )

Licensed Medical Facilities Files _ o
What is the function of the Division snd the Offlce in which this reourd ‘series iy created? ToT T e

1

—-change retention to make uniform with
retention periods for other files series

O] Supercede; [ Void in this unit

7. Records Series Description

Documents relating to:

Included are:

File is arranged:

B U =

8. MBntth Reference Rate
L ne to six months old
twenty-five months and older

Sevento

This file contains the fotiowing documents finclude form numbers end titles, if any):

How often are racords refarrea to which are:

e - ¥

“Attach samples of the file.

——— — ——— e e

Thirteen to twenty-four months old

——

d j ths uld
9. Annyal R‘te of Accumulation or Records 7 -=’-—7' _

ﬁuﬁemtze drawers e} Legal-size dﬁra

' Sﬁelves — e

i\

: Other {Specify)

Form 4-998 (7‘)!1 : - {Over}
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“LYES | NO | 10. Quastionnaire __(Placa an "X in the proper column}

N . » e - : . -
o 1 . -
x

P 2,

e m——— - - —r ol - S —

a. Is this the offu:laf copy of the series? ¢ '
If not, where is it? f .

b. Does the series contain eonﬁdential information requiring security handling? If yes, cite law or regulation.

—

. I8 this a vital record? . - : P ;
cl Does this series have hmoriml ot long te terrn research value? : . ’

e. When one or two documents in the f:le maka it necessary to keep the enttre file for a long period, could thess documents T
be schaduted separately? ‘ e o

_s - i

i Cf s the mformanon contained in this series ever pubhshed? If yes, attach copy., ~

A Is the informatnon contained in this series ever analyzed andlor recorded in a summarized report?
If yes, attach copy.

h. Is thers a duplication of this series in your office, or in another office or agency?
If yes, where?

pee. L f————— —

I. Isthiss senes fora ma;or poman af .rt) regularly mncrofnlmed?

i Does tha reoord senes result in a oomputar printout? -
—

1, Retentioh Requirements - N The following requires the serles to be kept:

g JState Law. ... — . YE8IE, ; d. Audit period —_ __years.
b. Statute of limitation , ————— . Years. . -%* s, Administrative need : __4 years.
years.

¢, Federal law -— . years %% ¢ Federal retention instructions —_

Attach copy or excerpt of {aws or regulations. Explain bdministra;ive need.
* records needed in event legals questions may arise

%% gee Attached instructions - United States Department of Health, 'Educatioﬁ & Welfare
State Operations Manual - Med1care - April, 1980

12. Approved Di;ositioﬁ Instructions  This agencv recommends that the file series be cut off at the end of each:
' & Calendsr Year; [ Fiscal Yaar; []Other , then,

K Hold in the current filesarea ___ monthls) .1 _ vyear(s); then

O Transfer to iocal holding area; hoid year{s); then

Transfer to State Records Center; hold -3 year(s}); then

W pestroy , EXCEPT THAT: Files for years ending in 0 will be transferred to State Archives
O Transfer to State Archives for permanent retention. for Permanent Retention.

(3 Other (Specity)

Thasa instructians apply to all prior and future accumuletions of the serles,

L

Agency HeadlDesagnee (Srgnature) ' Date Fleqords Meanagement Officer (Signaturs)

Y2143 | LA 4 ota, Coant | #aafo5 |

Eliz&beth W. Crank, CRM-RMA
State Records Committee fS;gnarure}

Flegommendations in peragraph T /\ T
12 are approved. State Auditor/Designee <4 A
(# disappraoved, attach letter ; v -

of explanation.) cratary of State/Designes 6 ,df

Attorney General/Designee

Form 4998 (7-78) ' - {R¥varse Sid




g (LY o SIE - erricy or axcrerany or amre X 335 (7 .
i;‘-‘ l‘?'v;..";-p ) COUOF A 1 ication for DEPARTHENY OF ANCEIVES & WIBTORY 7,_5__,. AGE
Rl LEORGIA RECORDS DISPOSITIO"I STANDARD  icerns wamscawens orvistos . 1 -
1 .”“‘.‘“. date - ST RuCriows Sc- separate 1natrucciong for coeplation ;[’!.':l REZSADS MANAGEMERT :;;‘dl;_:m—' =
May 29, 1974 frone aad 'Ol“ld of thieo form. Sign original ¢ad two copies Date Recelved  Appifcation da. (bate Conpletey
2 Agency Epphitation Mo. and forvard to Department of drehives and Fistery, Attantion: 3 74 ' _ JUN 18 1974
DHR—DPH—26 ‘aearda manazement -\.rl' .’, . X ) . , MAY 1 19 . r7 L‘ ‘qq .

3 AGERTY, Tlvialce, Subdivieton & Adwinjel rr:n. ditice dgsress '

Derartment of Human Resources, Divn. of Physical Healt

Mbdical Facilities Licensure and Cert1f1cation Unit:
618 Ponce de Leon Avenue, N.E,

Porson tas Temtacnt
-

-

Raymoﬁd J. Hereth

Atlanta, Georgia 30308 : _ ST .t' '""E;;gg b-'§9£:5137
T.ACTTON REQUESTED - /g,”. - # o AP | =
. ESTABLISH DISPOSITION STAHDARD D DISPOSE OF PRESENT ACCUMULATICI;

RECORD WILL CONTINUE TO ACCUMULATE. ‘\10 FURTHER ACCUMULATION ANTICIZ:TZIC

8 .Farliest % LztesT P2 . Lmactlberles Title .
Dates of Series

April, 1966 to present

LICEI\SED MEDICAL FACILITIES FI'LE

'O'What is the function of the office in which thls record series is created? :
The Division of Physical Health, headed by the Director, is responsible for the adminis t*a:1::.
direction and coordinatiomn of the Physical Health programs in the State. Included are c:s
establishment of health standards for businesses, housing, field operations and hospitals
throughout .the State (Health Standards and Licensure); the improvement -of the health of tzz
residents of the State directed towards adults and children (Physical and Dental); the
diagnosis and control of diseages (Disease Control); the supe:vis1on of construction and
1icensure of health fac111t1es, along w1th the Caucer A551stance Program (Medical Care).
Medical Fac111t1es Llcensure and Certlflcatlon Un1t through investigation, inspection,
‘and evaluation, determine the adequacy of facilties add services in relation to requirecents
for the licensure and cértification of hospitals, nursing homes, home health agencies,
laboratories, portable X-ray services, and rehabilitative agencies for participation in

. Titles AVIII, XIX, and VI programs._ '

11.This file contains the rollowing docurents {include form rumbers end tltles, if anf,
 .,and file agEangement) ST

( !Documents relatlng to the 11cen31ng of medical !EElllties in Ehe State. ?i: #HV o 4
r-! \_-,‘—& :

K
cluded are applications for permits, ghrmits “for operat1on, tﬁe governlng body by 5?
4

m:r;!{i

“%or the facility, reports of inspection, food sexrvice permlts issued by the lccil
“t_ flealth Department, Reports of Inspegtion by the State Flr!nmarshal's Office and the
! Eéehief Drug Inspector's Qffice, Coulify Sanitarian Inspection feports and correspondence -
f“ arding ‘the medical fac111t_y s operation and transactions,: . Y o« JE }

R i L Mg m 1..'_' ;__ L-\_‘ % ' . ‘ﬁ - Jx'

The file is arrangedgeographmally ‘under: ajrea I—F-II *ozx}IIJ .

.M thereunder
. alphabetically by name of institution. : : o i
L ' Lo '_ ' ’ I ‘ gv ,
* ATTACH SAMPLES OF THE FILE o ) ST )
-12. RGYTPEERT (TIUPIEY ] A: 8% Crawers Se. Ft. oor Ne-apie A fo., ot Dravers r
I-:_!fn--u- 'u‘.\n""" _ | 20 !\ : 20 & -30 B :.mu.aunror ““wuﬂ_“_: , 9 e ‘- - | 13
) —\ . \_ ‘1.'\\" S - - J.‘ P ) T Sefirers .
. “'“;‘1“5' File Dr-v-:n ‘\ R = L Piser Space Occupied (square FPeet) .5.') -

. . _ N k J o , Teeite ]t
‘ 7. T - l ‘. aut.a: saILY nvtfuc:s 25 - : 5 ' 0 ! 0

Pora: anago.n1




Q—ij_EganONNAI RE Plece an "2" la the -pn’-r raluen.  If smswer bu “VES," pl-e-e oapl.'ou N .

: ‘\. -
; . vih o N
H - ‘ . , , , F O ' ‘s.-_ _}_"!.,{
13. Is this the Record Copy of the serles? . ;r-i:n;:; x]
1L Is there a duplication %r this series in another orfice or egenqy? Coe ¢ [) [x
! 715. Is the fnformation contained in this series ever summarized or-published! 0 0)
3 Attach copy of summery or publication. S
o 1s. Does the series contain classified 1nrormetion requiring security hendlin;? [) Ix
17._Does the series init:.ate, amend or terminate agency polic:.es end procedures? [x3 “[
2 ' L
¢ 18, Coxld the function be performed.ir the files vere lost or destrqyed? [x}
| = =~  With great difficulty. -7
19. Is the series (or major port1on of it) regulerly microfilmed? If yes, uhy! []). I=
ED.ADoes the record series prov:de data as %ut to an EDP file! o IEQQ A
- Input furmnishes-information- mentione in guestion 21. -
Zi. Does the record series contain documentation produced as EDP printout? _ ,E@d_ [
t ’ Reprodgced todu ggtgagequarterlg rgsterto{ all %ﬁcensed nursing Lo
N n ) -
§ 22, ‘%ﬁe Feder &overnment ssuei fhstruggfghsaggvérningetﬁe re%entionldispo- [ ] 1[:
i ,51tron of these files? - : o s Coe
l . A A .. .. - . : T
Io23. wi 11 there be 2 need for these records 10, 1s years from now” If yes, what? [ ) [x
% zi. REQUIREMENTS. The followzng requlres the lees to be kert "3 . .. years:
© e [leTaTE b.[)STATUTE OF  ec.[]AUDIT | d.[]FEDERAL e.[4ADMINISTRATIVE  f.[ JHISTORICAL'
-i LAV LIMITATION "PERIOD LAW ' DECISICN VALUE

(Cite Las, Statute, or atker reason for the retention requzrement)

Raymond J, Hereth, Chief

This amendment requested by Department of Archives and History

Y‘

%

+

AENCY RECOMMENDATIONS. fThis acency recommends that the file series be cut off =t the end
cf eect. ~[JCALENDAR YEAR  -[]FISCAL YZAR -[JOTHER ____ - sthen:
: " T T -

7 ' " - _1, .
Hold_in _éurrent files area year ; ) -
Transfer to State Records Tenter and hold 2 years, s g.‘

“rhen Record Center will retire A samp

ling of 1 cubic feet to State Archive

‘}j__ Destroy rémalnder of flle. ';gg

o R = . 5 ?-g
(Indicate briefly rationale fbr.recommend&tiaus aboue/br‘urite additional remarks) :

""""" reaen ‘2 “ ajf;f tgnature) f};77/  OTHER) REQUIREQ. SIGNATURES DATE -

= i

fotaly AWGL O/ LeSLGNEE (
l:[yX Aoproyed [ ] Disapproved Wallae S8 \\x\mﬂ-

ormandations [Agency Head/Designed ° ./ ,AC:;§§£:;Q£ i:;;zzzgégéégiiiff’ _
ne ragra"h 95!»_] foproved [ 1 Disapproved f,QEjQEf hé;é&?éf

l(a-fva

6713%

COND. | Secret ;' Stete/Lesignee
TEE Sﬁl A:% [ 1 Disapproved KIMM
1

i nel Cerer st -
Vft A“D;o ed fa%/afsaggiived! //j/97f&éb726/13 tlf(,{,{h

by,
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P . _ OFFICE OF SECRETARY OF BTATE

- STATE -
o App'l i C§t1 on for DEPARTKENT OF ARCNIVES & EISTORY ’ PTE
. geosia RECORDS DISPOSITION STANDARD ychios warsomeuss ssvsion '
1 ..,,uutf:a Dats usmucnolg T See ssparate instrustions for completion af § POR uéo;:s_:umzunr pIvisTos Use ooTET=
//_-,,1_2 “’7 - front and reversa of this form. Sign original and tvo eopies Date Recelved’  Application ¥o. Date Completed
"y Agency Applicatios HNo. and forvard to Dapartment of Archives and Hlatory, Attention: l
2. . e BEC 19'“ g’ DEC 14 197

CDPH . .h/d soords Nanagament Officer.

Aout:!. Divhlu- Subdivision & Administering Office Address
. Georgia Department of Public Health
" Licensure Service

== asson ra e Lo

?lrlon to Contnct

Hr. Raymond J Hereth ‘

. 47 Trinity Avenue, S.W. ’ T Vorkiu. Title ,6 Tel. No.
~Atlanta, Georgla _ , Program Management '656-4685
= ACTION REQUESTED 7 Officer . . ..
ESTABLISH DISPGSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION'
RECORD WILL CONTINUE TO0 ACCUMULATE. NQ FURTHER ACCUMULATION ANTICIPATED,
.x"nc'iu-in Dates T 9 “rxact smus TITLE " B e T
April’ ‘'66-Present Licensed Medical Facilities File

0 Whet function performed resulted in crestios of this series .
-

New hospitals and nursing homes submit applications to be licensed for operation under
‘State Regulations. Inspections are conducted by the Department to determine compliance
with State Law. Permits are issued and the facility officially begins to function.
Follow-up inspections are done on an annual basis and sub-standard facilities are

inspected more frequently.

b [ ], DRSCRIPTION OF SERIES - Tnciude Fora No. & Torm Title, if asy
- .

This series consists of applications for permits, permits for operation, the
governing body by-laws for the facility, reports of inspection, Food Service
- permits issued by the local Health Department, Reporta of Inspection by the State
Pire Marshall's Office and the Chief Drug Inspector's Office, County Sanitarian
Inspection reports and correspondence regarding the medical facility's-operation
and transactions. They are filed alphabetically by Area I, Area II, and Area TIIX.

-

_ T
: 2 - EQUIPMERT OCCUPIRD %o. of Dravers Cu. Ft. of RMecords Bo. of Drawers Cu. Pt. of Racords
: . ANFUAL RATE OF ACCUNULATION - .
Letter=sise Fils Drawsrs 20 20 & 30 . o 9 )
| | _ 13
1o Office(a} In Storage Area{s} |

Legal-sise Pile Dravers Fioor Bpace Occupled {Bquare FPest) 35 ]
|

T
This Lant PrecediogfAll Priort
Year's Year's Tear's Years'

. Az ' : AVERAGE DAILY REFERENCES ~.) ‘ |
% . 25 5 0 0

Porm: AR-50-T1
[ o U _ e . S

By Ansusl Accumuletioa




e ——— Rl

.: . . : _ Pade 1
~ _f’QTE‘”S:T’IGNNAfRAE—!‘“'T‘ S ia taa broper cotema. IF sosver 1s “ii6." et v . =TV )
13. Is this the Re'cord-c:opy of ’the ‘serie—s? | _ ; | o B[]
1%, Is there a duplication of this series in another office or agency? ‘ 1 ™
15. Is the information contained in this series ever -summerlizegi or publisﬁed? : .[] x
16. Does the series contain classified information rec_i_uiriné security ha.ndiing?— R - [] B

L .o ,
17. Does the series document policies and procedures of agency's operatiop or function? [x] 1]

18, Could the functlon be performed if the files were lost or destroyed? - K[
., With great difficulty

19. Is the series (or major portion of it) regularly microfilmed? If yes, why? 1 M

20. Does the record series provide data as input to an EDP 'file? B L]

21. Does the record series contain documeptation produced as EDP printout? , B[]

22. Is the series affected by Federal or grant funds? , [1 [

23. Will there be ;l:- neeid for Athe's_e records 10-, 15 years fromAr-.lo;r? It y’e;:, .wpaté. - 7 ] I

L.

ok. REQUIREMENTS. The following requires the files to be kept m ”year'—s:f__l

a.[]JSTATE ©b.[]STATUTE OF c.[]AUDIT a. []FEDERAL e.XJADMINISTRATIVE f.[ JHISTORICAL
LAW LIMITATION - PERIOD © LAW DECISION VALUE
(Cite Law, Statute, or other reason for the retention requirement)

" Mr. Raymond J. Hereth

o5, AGENCY RECOMMENDATIONS. This agency recommends that the file series be cut off at the end

of each -KICALENDAR YEAR -[]FISCAL YEAR ~[]OTHER | 7 »then:
A.[]Destroy immediately after cut off. o // s
B.[]Hold in current files area month(s)/ /1 ear(s), then:

1 [Ipestroy. o

2 KlTransfer to records center, hold 2 ear(s), then:
& KlDestroy. =
b [JTransfer historical material to Archlves, ‘
R destroy remainder. ~
-3 []Destroy after audit {or_ year(s) after audit)
C.[]Hold in current files area indefinitely.
D.[)Hold in current files area year(s), then transfer to Archives permanently.
E.[]Other

(Incficar&e briefly rationale for recommendations above/or write additional remarks):

T_AMPLES OF THE SERIES WHEN POSSIBLE }

Bs praparsd y,rorcd for Mvhlu Date Racords Management Cfficer Date
@% WP /v 7 YN, I #JJ f’/

' ! {lnc

Recommendations mr‘oved [I0isapproved] X" H. UCMAU:. Wrw

. Inventory takem by Recopmend

Raymond J. Hereth

r, Archives & Nistory Date
in Paragraph 25 mPProved [I1Disapproved MW /2-7-]

are: | L3kpproved [JIDisapproved n. ( 5/@& 7 ".,éL..y

ar.u T |patae 4
u_ H’A?p_ro.ved [Jpisapproved cz ‘é; | ’?‘Q.'Z..




